
DEFENSE FINANCE AND ACCOUNTING SERVICE
ROME OPERATING LOCATION

325 BROOKS ROAD
ROME, NEW YORK 13441-4527

DFAS-RO/F April 18, 2000

MEMORANDUM FOR DISTRIBUTION LIST

SUBJECT:  Change to Vendor Pay Receiving Report Requirements

Effective immediately, we will return receiving reports that contain altered or missing information.  This
is to achieve compliance with the Federal Acquisition Regulation (FAR).  Attached at Tab a is a copy of corre-
spondence from DFAS to ASAFM plus related policy messages.

The FAR has long required a list of specific information be included on receiving reports to ensure they
be deemed valid and legally sufficient to substantiate invoice payments.  These requirements have not been
aggressively enforced in the past.  However, increased Congressional interest in our contract and vendor pay
operations, coupled with our increased efforts to improve internal controls, have caused both DFAS and its
customers to enforce these strict guidelines.

In our partnership, we have achieved tremendous success in paying vendors on time.  We share your
concern on the potential increase in interest penalties and lost discounts that could occur with the implementa-
tion of this mandate.  With this mandate, the focus now shifts to the quality of input from the receiving activity.
To expedite this shift, we request that you provide a copy of this package to your receiving activities.  Please
reinforce the seriousness of this mandate in other forums within the command groups and other directorates at
your installation.

We recognize that you will need visibility on the impact of this change.  Our Vendor Pay Branch will
mail/email the Director of Contracting and the Director of Resource Management a weekly summary of returned
receiving reports.

We are prepared to help anyway we can.  Included in this package is our receiving report SOP (Tab b).
At Tab c, we have included our memorandum for returned receiving reports.  We recommend that receiving
activities use this as a checklist to reduce the chance that a receiving report will be returned.  We encourage
receiving personnel to call us if they have questions regarding receiving report preparation.  We have provided
a listing of Rome POCs to answer questions for your installation at Tab d.

Your strong support and assistance is appreciated.  Ms Anne Bell, Branch Chief Vendor Pay, 315-330-
6881 or FAX 6880 and I welcome your feedback or questions concerning this change.  My phone number is
315-330-6600 (DSN 220).

/s/

R.W. Welcher
Deputy Director for Finance

ATCHS:
1. Distribution List
2. Tabs a-d
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DISTRIBUTION LIST – DIRECTORATE OF CONTRACTING
(DOC)

DOC, Cadet Command Fort Eustis VA
DOC, Carlisle Barracks
DOC, Fort Belvoir
DOC, Fort Bragg
DOC, Fort Campbell
DOC, Fort Jackson
DOC, Fort Leavenworth
DOC, Fort Lewis
DOC, Fort McClellan
DOC, Fort Meade
DOC, Fort Stewart
DOC, West Point
DOC, INSCOM
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DISTRIBUTION LIST – DIRECTORATE OF RESOURCE MANAGE-
MENT (RM)

RM, Cadet Command Fort Eustis VA
RM, Carlisle Barracks
RM, Fort Belvoir
RM, Fort Bragg
RM, Fort Campbell
RM, Fort Jackson
RM, Fort Leavenworth
RM, Fort Lewis
RM, Fort McClellan
RM, Fort Meade
RM, Fort Stewart
RM, West Point
RM, INSCOM
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RAAUZYUW RUDIDFE8392 1170902-UUUU—RHMCSUU.
ZNR UUUUU
R 270902Z APR 98 ZYB
FM DFAS CENTER INDIANAPOLIS IN//AQA//
TO AIG 9181
AIG 9182
AIG 12100
AIG 12525
DLA FT BELVOIR//DLS-CFF
CDR USASSI FT JACKSON SC
BT
UNCLAS
MSGID/GENADMIN/DFAS-IN-AQA//
SUBJ/RECEIVING REPORTS, VENDOR PAY POLICY MESSAGE 98-23//
RMKS/
REFERENCE:  A:  DFAS-IN 37-1, 20-23 THROUGH 20-26 AND APPENDIX G.
            B:  FAR 32.905,F
1.  PLEASE ENSURE THE FOLLOWING PROCEDURES ON RECEIVING REPORTS
ARE IN EFFECT AT DFAS-IN OPLOC’S, DAO’S, POSTS, CAMPS, AND
STATIONS.  ENSURING THESE PROCEDURES ARE IN PLACE WILL STRENGTHEN
OUR INTERNAL CONTROLS, ENSURE SUFFICIENT INFORMATION APPEARS ON
EACH RECEIVING REPORT TO VALIDATE THE REQUESTED PAYMENT IS FOR
THE SPECIFIC GOODS OR SERVICES ORDERED, AND ASSIST IN DETERMINING
THE PROPER DUE DATE FOR PAYMENT.
2.  ALL INVOICE PAYMENTS SHALL BE SUPPORTED BY A RECEIVING REPORT
OR OTHER APPROPRIATE GOVERNMENT DOCUMENTATION AUTHORIZING
PAYMENT.  THE AGENCY RECEIVING OFFICIAL SHOULD FORWARD THE
RECEIVING REPORT OR OTHER GOVERNMENT DOCUMENTATION TO THE
DESIGNATED PAYMENT OFFICE BY THE 5TH WORKING DAY AFTER GOVERNMENT
ACCEPTANCE OR APPROVAL.
3.  WHEN AN INVOICE IS RECEIVED FROM THE VENDOR AND A RECEIVING
REPORT HAS NOT BEEN RECEIVED WITHIN 7 CALENDAR DAYS AFTER THE
VENDOR DELIVERS OR COMPLETES SERVICE PERFORMANCE ACCORDING TO
CONTRACT TERMS AND CONDITIONS THEN CONSTRUCTIVE ACCEPTANCE WILL
OCCUR.  THE PAYMENT DUE DATE AND ANY INTEREST PENALTIES WILL BE
BASED UPON THE CONSTRUCTIVE ACCEPTANCE DATE.  FOR PURPOSES OF
DETERMINING A PAYMENT DUE DATE AND WHEN INTEREST STARTS TO
ACCRUE, ACCEPTANCE IS DEEMED TO OCCUR SEVEN DAYS AFTER DELIVERY
OR SERVICES ARE COMPLETED.  THE SEVEN DAY CONSTRUCTIVE ACCEPTANCE
IS USED FOR PROCUREMENT DOCUMENTS AWARDED ON OR AFTER 1 APRIL,
1989.  A FIVE WORKING DAY CONSTRUCTIVE ACCEPTANCE PERIOD IS USED
ON CONTRACTS AWARDED ON OR BEFORE 31 MARCH, 1989.  IN THE EVENT
ACTUAL ACCEPTANCE OCCURS WITHIN THE SEVEN DAYS AFTER THE VENDOR
DELIVERS OR COMPLETES SERVICE PERFORMANCE, THE PAYMENT PERIOD
STARTS BASED ON ACTUAL, NOT CONSTRUCTIVE ACCEPTANCE.
4.  ALL DOCUMENTS USED TO PROVIDE CERTIFICATION OF RECEIPT AND
ACCEPTANCE OF GOODS OR SERVICES MUST MEET THE MINIMUM
REQUIREMENTS WHICH INCLUDE THE FOLLOWING:

A.  CONTRACT NUMBER OR PURCHASE ORDER NUMBER.
B.  ADEQUATE DESCRIPTION OF SUPPLIES DELIVERED OR SERVICES

PERFORMED, INCLUDING THE CONTRACT LINE NUMBER APPLICABLE, TO
ENSURE IDENTIFICATION TO CONTRACTUAL REQUIREMENTS.

C.  QUANTITIES OF SUPPLIES OR SERVICES RECEIVED OR
PERFORMED.

D.  DATE SUPPLIES DELIVERED OR SERVICES PERFORMED.
E.  DATE SUPPLIES OR SERVICES WERE ACCEPTED BY THE

DESIGNATED GOVERNMENT OFFICIAL.
F.  SIGNATURE OF GOVERNMENT OFFICIAL AUTHORIZED TO RECEIVE

SUPPLIES OR SERVICES.
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G.  PRINTED NAME, TITLE, MAILING ADDRESS, AND TELEPHONE
NUMBER OF DESIGNATED GOVERNMENT OFFICIAL RESPONSIBLE FOR
ACCEPTANCE OR APPROVAL FUNCTIONS.

H.  “RECEIVED/ACCEPTED”
I.  IF THE CONTRACT PROVIDES FOR THE USE OF GOVERNMENT

CERTIFIED INVOICES IN LIEU OF A SEPARATE RECEIVING REPORT, THE
INVOICE ALSO MUST CONTAIN THE INFORMATION DESCRIBED AS MINIMUM
REQUIREMENTS FOR A RECEIVING REPORT (4 A-H).

J.  LOCALLY DEVISED DOCUMENTS MAY BE USED IF THE MINIMUM
INFORMATION REQUIREMENTS FOR A RECEIVING REPORT (4 A-H) ARE MET.
THE CAPS REQUEST FOR RECEIVING REPORT DOES NOT MEET THE MINIMUM
REQUIREMENTS FOR A RECEIVING REPORT.  IF THE CAPS REQUEST FOR
RECEIVING REPORT IS USED AS A RECEIVING REPORT, THE RECEIVING
ACTIVITY MUST ADD THE INFORMATION REQUIRED ON THE MINIMUM
REQUIREMENTS.
5.  POC IS SHERRY CLARK COML. 317 510 5378, DSN 699.//
BT
#8392

NNNN
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RAAUZYUW RUDIDFE0001 2571608-UUUU—RHMCSUU RUDIDFE.
ZNR UUUUU
R 141608Z SEP 98 ZYB
FM DFAS CENTER INDIANAPOLIS IN
TO AIG 9181
AIG 9182
AIG 9184
AIG 12100
BT
UNCLAS
MSGID/GENADMIN/DFAS-IN-AQA//
SUBJ/PROCEDURES FOR PROCESSING ALTERED DOCUMENTS
/(VENDOR PAY MSG 98-42)//
RMKS/
1.  DFAS-HQ HAS BEEN MADE AWARE OF THE HIGH FREQUENCY OF
ACCEPTANCE OF ALTERED DOCUMENTS USED TO SUPPORT PAYMENT
VOUCHERS AND THE INCREASED RISK OF FRAUD BASED ON THOSE
ALTERED DOCUMENTS.  ALL DOCUMENTS RECEIVED IN VENDOR PAY
OFFICES, AND THOSE MAINTAINED AT THE INSTALLATION, THAT ARE
USED TO SUPPORT PAYMENTS (INCLUDING OBLIGATIONS, INVOICES,
AND RECEIVING AND ACCEPTANCE REPORTS) MUST BE EXAMINED TO
DETECT ALTERATIONS.  IN THIS REGARD, MAINTAIN ORGANIZATIONAL
(COMMAND), FUNCTIONAL AREA, AND INDIVIDUAL LEVELS OF
RESPONSIBILITY/ACCOUNTABILITY FOR EACH PHASE INVOLVED IN THE
OVERALL PROCESS (E.G., PREPARATION, APPROVAL, PROCESSING,
CERTIFICATION, AND RECORD RETENTION) TO ENSURE INTERNAL
CONTROLS ARE IN PLACE AND WORKING AS INTENDED.
2.  IMPROPER ALTERATIONS INCLUDE BUT ARE NOT LIMITED TO:
    A.  WHITE OUT. POSSIBLY A BUILD UP OF WHITE-OUT ON
AMOUNTS, VENDOR NAME AND ADDRESS.
    B.  TAPING.  DARK STRAIGHT LINES FROM CORRECTION TAPE
AFTER MAKING A COPY.
    C.  CUTTING AND PASTING.  DARK LINES FROM THE TAPE
PLACED ON THE ORIGINAL.
    D.  FACSIMILE COPIES.  FACSIMILE DOCUMENTS ARE
ACCEPTABLE BUT CARE MUST BE TAKEN TO ENSURE THE FAX OR COPY
PROCESS IS NOT USED TO OBSCURE IMPROPER ALTERATIONS.
    E.  FONT CHANGE.  IF THE FONT COULD NOT BE MATCHED,
LOOK FOR SPACING AND SIZE DIFFERENCE.
3.  A PROPER REVISION TO A HARD COPY DOCUMENT IS MADE BY
DRAWING A LINE THROUGH THE INCORRECT INFORMATION, THEN
ADDING THE CORRECT INFORMATION.  THE DRAWN LINE SHOULD NOT
OBLITERATE THE ORIGINAL DATA.  REVISIONS MUST BE INITIALED
BY THE INDIVIDUAL MAKING THE CHANGES.
4.  CHANGES TO ELECTRONICALLY SUBMITTED DOCUMENTS ARE
ACCOMPLISHED VIA CANCELLATION OF THE ORIGINAL SUBMISSION AND
SUBMISSION OF THE REVISED DOCUMENT.  ALL HARD COPY DOCUMENTS
RETAINED AT THE SOURCE MUST CONTAIN INFORMATION IDENTICAL TO
WHAT WAS ELECTRONICALLY SUBMITTED.
5.  DOCUMENTS THAT APPEAR TO BE ALTERED SHOULD BE FURTHER
EXAMINED FOR POSSIBLE FRAUDULENT INTENT.  IF FRAUD IS
SUSPECTED, TAKE THE DOCUMENT IMMEDIATELY TO THE VENDOR
PAY SUPERVISOR (WITHIN 4 HOURS).
    A.  IF THE VENDOR PAY SUPERVISOR DETERMINES FRAUD WAS
NOT INTENDED, RETURN THE DOCUMENT TO THE SUBMITTER WITH AN
EXPLANATION FOR RETURN.  FOR GUIDANCE ON RETURNING INVOICES,
SEE DODFMR, VOL 10, CHAPTER 070201(J).
    B.  IF THE VENDOR PAY SUPERVISOR DETERMINES FRAUDULENT
INTENT EXISTS (WITHIN 24 HOURS OF RECEIVING DOCUMENT FROM
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TECHNICIAN), TAKE DOCUMENT TO THE CHIEF, VENDOR PAY FOR
REVIEW.
       (1)  IF NO FRAUD IS SUSPECTED, RETURN DOCUMENT TO
SUBMITTER WITH EXPLANATION FOR RETURN.
       (2)  IF FRAUD IS SUSPECTED, CHIEF VENDOR PAY WILL
ELEVATE THROUGH THE CHAIN OF COMMAND TO THE OPLOC DIRECTOR,
COMMANDER, OR APPROPRIATE INDIVIDUALS.  RETAIN AND SAFEGUARD
DOCUMENTS. COORDINATE  WITH SENIOR MANAGERS OF THE CUSTOMER
INVOLVED.  SUBMIT A SITUATION REPORT TO DFAS-IN-CCC AND THE
OFFICE OF GENERAL COUNSEL FOR THEIR REVIEW AND ACTION WITH
THE DFAS-IN LEADERSHIP.  THIS WILL BE DONE BEFORE ANY
REFERRAL TO THE DEFENSE CRIMINAL INVESTIGATIVE SERVICE.
6.  THE PROMPT PAYMENT ACT CLOCK DOES NOT STOP DURING THIS
PROCESS UNLESS AN INVOICE IS DETERMINED TO BE INVALID, OR
IMPROPER AND RETURNED.  THE INVOICE SHOULD BE RETURNED
WITHIN THE SEVEN DAY WINDOW FROM RECEIPT.
7.  THIS MESSAGE WAS COORDINATED WITH USAFINCOM.
8.  POC IS VICKY FISHER, 317-510-5392, OR SHERRY CLARK,
317-510-5378.//
BT
#0001

NNNN
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Standard Operating Procedures
RECEIVING REPORTS
(For Receiving Activities)

Receipt of Supplies or Services:

Receiving/Acceptance Reports:

After the supplies are delivered or the non-personal services are performed IAW
the procurement document, the authorized Government representative must prepare a
receiving report or a certification of performance and send it to:

               Defense Finance & Accounting Service
              DFAS-RO/FPV
              325 Brooks Road

   Rome New York  13441-4527

Discrepancies in the goods received or the services performed must be annotated
on receiving reports.

All receiving reports and certificates must have TWO DATES:
(1) The date the goods were delivered or the services were completed and, (2) the
date the goods or services were accepted as conforming to procurement document
specifications.  Receipt and acceptance of services are usually evidenced by a
signed “received and accepted” statement on an invoice, a receiving report form,
a separate sheet of paper, a delivery ticket, or on a payment voucher.  A cer-
tificate of receipt or acceptance can be used for goods as well as for services.
When a certificate for receipt and acceptance is used either for services or for
merchandise, the responsible official certifies to the following statement:

“I certify that the (services or goods)
were received and accepted on (day, month, year)
as conforming to specifications on contract/purchase order.
Printed name, title, mailing address and telephone number”

(…signature….)
(..date..)

Payment cannot be made until the Government representative has actually certified
the acceptance of the goods or services.  Supply regulations dictate that receiv-
ing reports or certificates of receipt and acceptance must reach the paying of-
fice (DFAS-Rome) by COB on the 5th day after delivery.  For charge back purposes
on interest payments, a receiving report is considered “late” if it does not
reach DFAS-Rome by COB on the day that is one-half of the payment period —i.e.,
received by the 15th calendar day on a 30-day timeframe for payment, 5 or more
days on a 10-day payment, etc.  If interest occurs because of late documentation
submission (receiving reports) to the DFAS-Rome, then the interest is charged
against the mission funds of the activity at fault.

Receiving reports must contain the following when certifying receipt and accep-
tance of goods or services:

a. Contract number/purchase order number.

b. Adequate description of supplies delivered or services performed to
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include the contract/purchase order CLIN number applicable.

c. Specify quantities of supplies or services received or performed.  When
    using DD 250 blocks, 15, 16, 17, 18, 19, 20, 21B and 22 must be completed.

d. Date supplies delivered or services performed, receipt date.

e. Date supplies or services were accepted by the designated government of-
ficial, acceptance date.  Receipt and acceptance dates are separate
events but may be accomplished on the same date; however both, need
dates.

f. Signature of government official authorized to accept supplies or services.

g. Printed name, phone number, title and mailing (or electronic) address.

 When using the DD Form 250, DD Form 1155, SF 1449 or similar forms as
the receiving report ensure that:

1) Form DD1155: Printed name, telephone number, title, and signature
in block 26 of authorized government official and check received
and acceptance blocks; block 27 (check partial/final) and complete
blocks 38 and 39. (Note: if ship to address is the same as in
block 14, no need to include in block 26).

2) SF1449:  Block 32a (check received/accepted blocks); block 32b
(printed name, telephone number, title, and signature) of official
authorized to accept supplies/services; block 32c (date supplies/
services accepted); block 33 (check partial/final); 42a (printed
name of receiver); 42c (date supplies/services received).

3) Form DD250:  Block 13 (shipped to address); block 15 (line item
taken from contract order/purchase order); block 16 (item descrip-
tion); block 17 (quantity received); block 18 (unit); block 19
(unit price); block 20 (amount); block 21B (printed name, tele-
phone number, title, date and signature of authorized government
official); block 22 (printed name and date received of government
official authorized to receive goods/services).

h. If the contract/purchase order provides for use of Government Certified
Invoices in lieu of a separate receiving report the following statement
signed by a responsible official may be used as acceptance of goods/ser-
vices instead of an official form.  “I certify that the goods/services
have been received and accepted on (day, month, year).”  This statement
may be on an invoice, delivery ticket, voucher or separate paper and must
contain items a – g..

i. When using the DD Form 250, DD Form 1155, SF Form 1449, or similar forms as the receiving report ensure that:

(1) The both receipt and acceptance blocks are complete.  If the receipt block is the only one marked, signed and
dated, payment cannot be made.  Acceptance must occur prior to the payment being made (other than fast pay).

(2) The received, inspected and accepted blocks are all checked.  If only one date is annotated, you must obtain the
missing data (requires two dates) in order for the receiving report to be acceptable for payment.

(3) The receiving reports meet minimum FAR requirements. Those receiving reports which do not meet minimum
FAR requirements, will be returned and payment will not be made.
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h. Documents will be returned due to improper alterations (i.e., white out; taping; cutting and pasting etc.)  A proper
revision to a hard copy document is made by drawing a line thru the incorrect information.  The drawn line should not
obliterate the original data.  Revisions must be initialed by the individual making the change.

Defense Finance and Accounting Service-Rome
DFAS-RO/FPV
325 Brooks Road
Rome, New York  13441-4527

For more information or questions related to this letter, contact the Vendor Pay customer Service department at
1-800-553-0527.

Recurring Receiving Report:

DFAS-Rome accepts recurring reports for the most maintenance where service is
performed and paid for on a monthly basis. The first month services are rendered,
the vendor will send the invoice to the paying office. The receiving activity
must complete a DD Form 250 or DD Form 1155 at the end of the first month.  The
paying office will forward the attached letter (attachment 1) to the certifying
officer.  Certifying officer will sign the letter and return it to the paying
office.

Every month following the receipt of the invoice from vendor, the paying office
will make an Electronic Funds Transfer (EFT) payment to the vendor.  The final
month of services the receiving activity must complete a DD Form 250 or DD Form
1155 and submit it as a final payment.

Other helpful items:

Duty phone number and POC.  In case more information is required.

The attached sample DD Form 250, Material Inspection and Receiving Report, illus-
trates the fields required when completing the receiving report. Use of DD 250s
for partial shipments are recommended.

The receiving reports for first, partial and final shipments, may be processed on
DD Form 1155, (Order for Supplies and Services). If the DD Form 1155 is used for
partial payments, please make copies of the original and use these copies to an-
notate quantity received on current shipment only.

Attachments 2-4 are samples of these forms.

Questions regarding the completion of a receiving report may be directed to Ven-
dor Pay Customer Service at 1-800-553-0527,
COM (315) 330-6870/6871 or DSN prefix 220.

7 Attachments

1.  Recurring Receiving Report letter
2.  Sample DD Form 250,  1 st & final
3.  Sample DD Form 1155, 1 st & final
4.  Sample DD Form 250,  1 st & partial
5.  Sample DD Form 1155, 1 st & partial
6. Sample SF Form 1449, 1 st & partial
7. Sample SF Form 1449, 1 st & final
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MEMORANDUM FOR

SUBJECT:     Receiving Report Procedures on Recurring Payments

 ref:  Contract/Purchase Order Number _________________________.

     A review of your Contract/Purchase Order for goods and services requires that we pay the same amount each month.
We will automatically make these payments upon receipt of vendor’s invoice without a monthly receiving report  under the
following conditions:

     a.   you inform DFAS-Rome immediately if there is any change in vendor performance.

     b.   you provide DFAS-Rome with a receiving report at the end of the first monthly payment and another receiving report
at the end of contract/purchase order period to cover the second through the last billing.

     If this office does not receive notification from you within 30 days after receipt of this letter, we will require that a receiv-
ing report be submitted on a regular basis IAW Prompt Payment Act.  If not received in a timely manner interest will be
charged to the activity concerned.  Late receiving and acceptance reports result in an interest penalty.

     Please sign certifying officer block below and return a copy of this letter to the following address:

                         Defense Finance and Accounting Service
                         DFAS-RO/FPV (Vendor Pay)
                         325 Brooks Rd.
                         Rome NY  13441-4527

    Any questions please contact  Customer Service at 1-800-553-0527 or COM (315) 330-6870/6871.

                                                                Anne Bell
    Branch Chief, Vendor Pay

    The signature below certifies that I will follow the guidance of this letter.

____________________________________________                     _____________
SIGNATURE AND TITLE OF CERTIFYING OFFICER                              DATE

____________________________________________
PRINTED NAME

____________________________________________
MAILING ADDRESS                            TELEPHONE NO. Attachment 1

DEFENSE FINANCE AND ACCOUNTING SERVICE
ROME OPERATING LOCATION

325 BROOKS ROAD
ROME, NEW YORK 13441-4527
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 T/L Number _________

Defense Finance and Accounting Service

MEMORANDUM FOR:

Subject:  Receiving Report Requirements:

               Contract Number/Purchase Order Number _____________________

All documents used to provide certification of receipt and acceptance of
goods/services must meet the minimum requirements.

We are returning your receiving report for the reason(s) indicated below:

a.____ Contract Number/Purchase Order Number is missing.

b.____ Adequate description of supplies delivered or services performed
and CLIN number must be specified.

c. ____ Specify quantities received or services performed and accepted.
When using DD Form 250 blocks 15,16,17,18,19,20,21B and 22 must be com-
pleted.

d. ____ Missing date supplies delivered or services performed, receipt
date.

e. ____ Missing date supplies or services were accepted by the designated
government official, acceptance date.

f. ____ Missing signature of designated government official responsible
for acceptance.

g. ____ Missing printed name, title, mailing address, and telephone number
of approving official.

     ___ 1) Form DD 1155: Printed name, telephone number, title, and sig-
nature in block 26 of authorized government official and check received
and acceptance blocks; block 27 (check partial or final) and complete
blocks 38, and 39.

DEFENSE FINANCE AND ACCOUNTING SERVICE
ROME OPERATING LOCATION

325 BROOKS ROAD
ROME, NEW YORK 13441-4527



     ___ 2) SF 1449: Block 32a (check received and acceptance blocks);
block 32b (printed name, telephone number, title, and signature) of offi-
cial authorized to accept supplies/services; block 32c ( date supplies/
services accepted); block 33 (check partial/final); 42a (printed name of
receiver); 42c (date supplies/services received).

  ____ 3) DD Form 250: Block 13 (shipped-to-address); block 15 (line item
take from contract order/purchase order); block 16 (item description);
block 17 (quantity received); block 18 (unit); block 19 (unit price);
block 20 (amount); block 21B (printed name, telephone number, title, date
and signature of authorized government official); block 22 (printed name
and date received goods/services of government official authorized to re-
ceive goods/services).

h. _____ If the contract/purchase order provides for use of Government
Certified Invoices in lieu of a separate receiving report, invoice must
contain the information described in a-g above as a minimum requirement
and must state (“I certify that the goods/services have been received and
accepted on (day, month, year).”

 i  _____ Documents are returned due to improper alterations ( i.e. white
out; taping; cutting and pasting, etc.). Drawing a line through the incor-
rect information makes a proper revision to a hard copy document. The
drawn line should not obliterate the original data. The individual making
the change must initial revisions.

Please make required corrections and return document(s) to:

Defense Finance and Accounting Service-Rome
            DFAS-RO/FPV
            325 Brooks Road
            Rome, New York 13441-4527

For more information or questions related to this memorandum, contact the
Vendor Pay Customer Service department at 1-800-553-0527

Thank you for your immediate attention.

/s/

Anne Bell
                                            Branch Chief, Vendor Pay

Enclosure:
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Installation: POC Phone: Email:________

FORSCOM Debra Cornelius 315-330-6802 debra.cornelius@dfas.mil
Gloria Gaudreau 315-330-6822 gloria.gaudreau@dfas.mil

BMW/ Erwin Shepphard 315-330-6801 erwin.shepphard@dfas.mil
TRADOC Christine Randle 315-330-6901 chris.randle@dfas.mil

Misc Pay Roger Stanley 315-330-6831 roger.stanley@dfas.mil
Lani Tarbania 315-330-6829 lani.tarbania@dfas.mil

Training Linda Reese 315-330-6837 linda.reese@dfas.mil
Kelly Grooms 315-330-6835 kelly.grooms@dfas.mil

Branch Chief,VP Anne Bell 315-330-6881 anne.bell@dfas.mil

Accountant Jeff Ferguson 315-330-6884 jeffrey.ferguson@dfas.mil


